United States Bankruptcy Court
Western Didtrict of Virginia
210 Church Ave., 2" Floor, Room 200
Roanoke VA 24011

MATRIX PREPARATION GUIDELINES

Matrix Filing On Disc

Submitting a matrix on disc dong with the printed copy will greetly enhance the accuracy and
efficency of any notice malling. NOTE: The Western Didrict of Virginia Bankruptcy Court requests matrix
filing pursuant to LOCAL RULE 1007-2 (F). The printed copy is necessary so that the court can ensure
the dectronic versoncontains the same information. Moreover, the court can scan the paper copy inthe
event the disc verson is not able to be processed.

Y ou are probably aready usng some type of computer software or word processor to prepare
the matrix. If so, with a couple of additional steps, you could prepare a disc verson of the matrix and
submit it dong with the petition.  All guiddines gated in the following section should continue to be
followed.

If you are usng aword processor suchasWordPerfect or Word, it will be best if you prepare the
matrix document asa COLUMN document with a maximum of 35 characters per column. Thiswill help
you to stay within the limitsof fidd length. 'Y ou can then set the document to be one column. Save thefile
to a diskette in an ASCI| text file To save the filein ASCII text format, chose File, Save As,
change the File Typeto ASCII Text (onaPC formatteddisc) and finishthe save. Thiswill convert
the file to the most usable format for the Bankruptcy Court. NOTE: Actud sdlections fromyour menu may
differ depending onthe version of software youare running. Name the file using the debtor’ slast name and
fird letter of the first name (example: for debtor John Doe the file would be dog .txt). For corporations,
name the file accordingly.

The court reserves the right to return a matrix if any of the guidelines listed are not followed.
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Preparing a Typed Matrix

Alwaystry to indude Creditor name (Last Name First), Full Addressand Zip Code:

A. Doe, John, Dr.
123 East Valley St., Apt 21 (Addressl)
Roanoke, VA 24011 (Address 2)

B. Sampson, Anna
6518 Monument Avenue (Address 1)
PO Box 2456 (Address2)
Middle Sacksville, Nova Scotia B4E 369 (Address 3)
CANADA, (City)

Thefollowing website is excellent for deter mining the specific formatting for a given
country:

http://bitboost.com/r ef/inter national-addr ess-for mats.html

Ligt creditorsin SINGLE COLUMN.
Each column must be lft judtified. (Aligned to the left of each column). Please use one of the
type styles listed below:

Times New Roman
Couri er New

A MAXIMUM of 35 total characters and/or spaces per line.
Each address cannot exceed SI X linesinduding the creditor line.
Matrices areto be entered in I nitial Capital L etter format, last name first. (Example: Doe,
John)
The City, State an Zip should be formatted as follows:
City, 1 space, two-letter state abbreviations (no period), 1 space, zip code.
EXAMPLE:
Harrisonburg, VA 22803
Lynchburg, VA 24505
Roanoke, VA 24011

NOTE: Use Posta Service regulations to determine punctuation. The comma s not required



after the city and it is not printed when the notice is generated at the BNC.

The city cannot exceed atota of 15 characters.

Single space between parties.

EXAMPLE:

United States Bankruptcy Court (35 maximum characters/spaces)
210 Church Avenue, 2™ Floor Rm 200 (35 maximum characters/spaces)
Roanoke, VA 24011 (City-15 maximum characters/spaces

1 space, State- 2 characters, 1 space, Zip)

United States Bankruptcy Court
116 North Main Street, Room 223
Harrisonburg, VA 22802

Please DO NOT:

lis ACCOUNT, PHONE or FAX numberson thefirst or last lines of therecord.
use LINED matrix guides. In the past, some offices wer e given a blank matrix
guide sheet that had boxes drawn on it, showing the limits of where each address
could betyped. Thecourt requeststhat you refrain from using those any more
asthedrawn lines create problems when scanning the matrix.

submit aPHOTOCOPY of the matrix as some copiers darken sometypesthat in
turn creates difficulty when scanning.
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